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Welcome to Online Enrollment  
Online Enrollments is one eBusiness application which is a part of our suite of eBusiness 
applications called Navigator. With Online Enrollments, you can easily verify and change 
which schools are participating in the administration and ensure that you are ordering the 
correct amount of assessment materials for the current administration. Online Enrollments for 
Spring 2006 is available for you to conduct this task from 10/10/2005 to 10/28/2005. 

This User Guide offers instructions and best practices for using Online Enrollments to achieve 
your goal. 

About Your Task 
Before CTB can send test materials to the district, we need to know which schools are enrolled 
to administer the test. We also need accurate information about each district’s addresses for 
shipping and billing. As the District Test Coordinator, your task is to enter the enrollment counts 
for each school in the Online Enrollment application so that accurate quantities of materials are 
shipped to the correct address. 

Best Practice 
For security purposes, best practice is to always close your browser when you have finished 
reviewing your records. This prevents an unauthorized user from using your browser back 
button to access Online Enrollment. 

Every time you enter the Online Enrollments system, make sure you check the Important Notes 
section on the left-hand side of the web page because there may be new messages added that 
you need to know since the last time you were in the system. 

Contacting the MAP Service Line 
For help with Online Enrollment, contact the MAP Service Line at 1-800-544-9868. The MAP 
Service Line is available:  

Monday through Friday, 7:30 AM to 6:30 PM (CST) 
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Getting Started 
You can access Online Enrollment for the Spring 2006 Operational Test between 
10/10/2005 and 10/28/2005. 
During this enrollment period, you will enter enrollments for each participating school and 
the contact information for each school. After October 28, however, the website will be 
closed and access will be denied. 

Connecting to Online Enrollment 
1. Use your browser to navigate to www.ctb.com.  
2. Click on the Login tab  

 
 
 
 
 
 
 
 
 
 
 
 

3. You will be prompted to enter your username and password (your username and 
password can be located on the Accessing the MAP Online Enrollment Website flier in 
your Enrollments Packet). 

4. Upon first login, you will be directed to change your given password to a new password 
that you can more easily remember. 

5. Change your password and click on Submit. 
6. On the My Programs page, click the Online Enrollment link. 

Your district’s page for confirming critical information will open.  

7. Review the information on file for your district and either confirm that this information is 
current and accurate, or correct the information.  

1. Confirm your shipping address so that materials arrive at the correct place. 
Remember that we package by school, consolidate and ship all packages to the 
district. 

2. Confirm your phone number and email address.  

8. Click Continue 

Click here 
to Login 
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About the Online Enrollment Home Page 

Your Home page tells you:  

  
If you see an error in your Site Information, click Edit to return to the previous page and 
correct it. 

The Enrollment Information for My Schools is your “scoreboard.” Here’s what it tracks. 

Pending 
This is the number of schools whose participation has not yet been confirmed. Your goal is 
to bring the number of pending schools to zero. 

Participating, Confirmed 
This is the number of schools for which you have confirmed participation in the 
administration.  For the Spring 2006 administration, all schools have been marked as 
Participating. 

When you can confirm 
the participation of 
schools in your district 

Information critical to 
timely delivery of 
your materials. 

How many schools 
whose participation 
you must confirm. 

When you can notify your 
colleagues of each 
school’s status. 

How to review and 
edit the participation 
status of each 
school.
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Non-participating 
The number of schools that will not be participating in this administration.  

Permanently Closed 
The number of schools that are not participating because they have closed. 

Total of All Schools 
This is the total number of schools CTB received in your district’s data from DESE. 

When your number of pending schools is zero, an email is automatically generated to the 
user account under which you are logged in. Controls under Sending Enrollment Status 
are displayed, so you can enter the email addresses of any colleagues you want to notify.  

When you want to review the status of one school individually, and perhaps edit its status, 
choose the appropriate option in the Browse Sites list and click Submit. 
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Verifying and Changing Enrollment Numbers 
On the Enrollments Home Page, click on Alpha or Code next to list all of your schools that 
are marked as Participating.  

In the Status Column, all of your schools are marked as participating if they have enrollment 
counts entered, and marked as non-participating if there are not any enrollment counts 
entered. You can change the status to Non-participating or Permanently Closed by 
choosing this option in the drop-down box. A school marked as Permanently Closed will not 
be provided with test materials. If you need to add or delete a school, you must contact 
DESE Core Data at 573-751-9060 for prior authorization. Any edits to district 
information are for testing material shipment purposes only and will not change 
information in the Core Data Collection System. For participating schools, enter the 
enrollments numbers for all assessments the school will be administering.  Mathematics and 
Communication Arts are required. Science and Social Studies will be voluntarily assessed in 
2006. If you need to update the quantity, highlight the number in the box and type in the new 
number. 

When you have finished entering all enrollment numbers for each school, click on the Done 
button and you will be directed to the online Enrollments home page. 
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Completing the Online Enrollments Process 
When you have completely entered and verified your enrollment numbers and the Pending 
row on the Enrollments Home Page is zero, a section will appear that will allow you to send 
a confirmation of the final enrollment numbers to yourself and others via email. You may 
send yourself an email with the status of all the schools. More detailed information is 
available in the My Reports area. This email information is provided for your convenience. 
You may continue to change enrollment information up until the date the enrollment window 
closes.  
  
A confirmation email with the enrollment information for this site will be sent automatically to 
the email address of the user account under which you are logged-in. Please be sure to 
keep this for your records. You may also enter additional email addresses. 
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Creating and Downloading Reports 
You can access reports that summarize status information by clicking My Reports in the left 
navigation bar. You can choose one of three reports. 

• Choose the Enrollment Status Report when you want to report the status of each school 
in the district. 

• Choose the District/School Change Report when you want to see who edited the 
enrollment information for your district, and display the “before” and “after” information to 
see what changed. 

• Choose the Enrollment Detail Report when you want to check the number of students 
anticipated to be tested at each site as well as the actual number of students tested. 

 

 

To create and download a report: 
1. Click the button under the report you selected. 

2. Wait while the report is generated. 

3. When the Download Report page appears, click the Download Report button and choose a 
place to save the report on your hard disk. 

4. Once the report is saved, extract the report file from the zip archive. Then open it in the 
application of your choice, typically Microsoft Excel. 

5. Use your application to modify the report to fit your requirements.  
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Reviewing and Editing School Status 
To locate a school’s information, you use the list on the Browsing Sites page,  

Displaying the Browse Sites List 
 When you don’t want to filter the list, click Browse My Sites in the left navigation bar. 

 When you do want to filter the list and you are on the Home page: 

1. Under Browse Sites on the Home page, choose which schools you want to browse. 

 
2. Click Submit. 

Locating a School’s Information 
On the Browsing Sites page, schools appear alphabetically by name.  

 
1. Find the name of the school you want to review. 

• To find a school by name, click its initial letter. Click NAME to restore the complete list.  

• To find a school by code, enter the first few numbers of the code and then click Go.  
Click CODE to restore the complete list. 

• To limit your view to schools that have not been entered, partially entered, or complete, 
choose the filter for that status. These filters make it easy to identify which schools are 
still pending so you can get their status confirmed. 

2. When you see the school whose information you want to change, click the school’s name to 
review the information. 

• All schools in your district 

• Schools that have not edited their data 

• Schools that have edited some data 

• Schools that have finished editing 
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Frequently Asked Questions and Troubleshooting 
1. What’s the website address for Online Enrollment? 

www.ctb.com and click on the CTB Navigator link under Quick Links 

2. What happens if I forget my password? 
Call the MAP Service Line at 800-544-9868 and they will reset your password. 

3. What if I miss the enrollment window or need to make a change? 
You will have the opportunity to add materials during the add/short window which begins on 
March 10, 2006. 

4. I am not sure how many students I will actually have at the time of testing. What will 
happen if I need more materials? 
You will have the opportunity to order more materials if you are short during the add/short 
window which begins on March 10, 2006. 

 
5. What if I cannot open the reports on the Enrollments system? 

You need to have the Zip software on your computer to open the reports. If you do not have 
this software, please contact your technology department for direction. 

 

 


